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= AcuBuy

About This Guide

As of November 2025, Optus will be This pack contains essential information on how to update your information
updating the internal procurement for your AcuBuy account. Keeping your account details up to date helps
system to the AcuBuy platform keep processes running seamlessly.

(lvalua) to better support efficient
and accurate purchasing processes.
* For Suppliers who onboarded with Optus after Nov 2025:

* Refer to the Onboarding Guide to onboard with Optus

* This guide will help you to manage your account and update your
information as required

* For Suppliers who onboarded with Optus before Nov 2025:

* This guide explains how to access AcuBuy for the first time -
creating a password and logging into AcuBuy

* This guide will help you to manage your account and update your
information moving forward - your account profile may not be
complete, please check and update your details as required
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Set up your Password

Suppliers registered before November
2025 will need to create a password for
AcuBuy when logging in for the first
time; please follow the instructions here
to complete the process. For suppliers
registered from November 2025
onwards, please use your existing
credentials to log into the AcuBuy
Platform.

1a

following user ID: {login].

e: Password. 1b

How to: SET PASSWORD LOGIN

(For suppliers registered before NOV 2025)

You will have received an email from

acubuy@optus.com.au (action required)

Your unique user ID i.e. your login
Username will be displayed here

To setup your password, click
"Password"

Note: AcuBuy system generated emails
will be sent from no-

reply@acubuy.singtel.com

‘ﬂ Continue onto the next page
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Set up your Password

How to: SET PASSWORD LOGIN
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(For suppliers registered before NOV 2025)

Browser check

Once directed to the AcuBuy platform:

Please solve this captcha in order to continue.
3 Key in the captcha and click the Submit
button

Password - Create a secure password for

4 your account following the character
requirements. This will be your AcuBuy
Login Password.

Click the Save button
Password management

Once you have created your password, login to the
AcuBuy platform following the below:

Password management https://singtel-
supplier.ivalua.app/page.aspx/en/usr/login/

Passwords should match.

The password must contain at least 1 uppercase character(s)

Password must contain at least 1 lowercase character(s)

Password must contain at least 1 digit(s)

Password must contain at least 1 non-alphanumeric character(s)
X Password must contain at least 8 characters

New password

Confirm password

‘ﬂ Continue onto the next page
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Log in to AcuBuy

6 How to: LOGIN TO ACUBUY

Maintaining a complete and current profile is
best practice, ensuring transactions with Optus
are efficient and accurate. Please follow this

guide as necessary
Welcome to Singtel Group Procurement AcuBuy Login

This platform is designed to enhance our collaboration, streamline processes, and create a
seamless exchange of information throughout your whole Procurement journey with us. 1 Open an internet browser and go to the
Key features of our Procurement portal Login Credentials Acu BU)’ Iog In page at

https://singtel-

« Smart Sourcing: Streamline your procurement pracess with our smart sourcing capabilities. Acubuy Login* supplier.ivalua.a DD/DG qe.ospx/en/usr/loqin/

Search for contracts easily, find the right suppliers, and get the best price benchmarking. 2

+ Real-time Collaboration: Foster seamless communication with suppliers and internal Acubuy Password " Enter your ACUBU)’ Login and Password

stakeholders in real-time. Stay informed, make decisions faster, and keep your projects on track. » 2 . " - !
then click “Login

« Unified Dashboard: Gain a comprehensive view of your procurement activities through our Forgot Your Password

unified dashhoard Manitar arders track deliveries and anahsze nerformance all in ane nlace

You may be prompted to:

P iogin Open your company email and copy
2a the 2-factor authentication (2FA)
@ A token has been sent to your email. Code
[CAUTION [otorngl omall] « ~f  wh wra. v e oM e Poent s e g
e e oI Vot e At e AcuBuy Logi
cuBuy Login 2b

Paste it into the "Verification code”
box in the AcuBuy platform, click
“confirm"”

Singtel Employee Login
7 NCS Employee Login

218731

Ivalua Login

2 wf130@yahoo.com

Ivalua Password

P ceccecececee

2b

Your verification code

] -] |

‘ﬂ Continue onto the next page
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®
Managing Your Account
How to: UPDATE COMPANY CONTACTS

In the homepage, click on the "Company

General Info Sourcing  Contracts  Catalogs Orders Performance  B2B Interfaces A ) WF123 W. -
2 6 Profile” tab
Supplier Portal
. Announcement Onboarding Progress Validations Contacts
3
Company The content is not set . . n "
Profile 2o On the left side bar, click on the "Contacts
o 2 tab to view & setup additional users
; ﬁé i There is no item requiring
mpott Cababe your attention at the
moment.
[[A]] . . .
Sk Review the registered Admin contact
Coaorstion 3 details assigned as the default Supplier
Admin Role

*

Review Client

Important: It is the supplier's responsibility to
ensure that the supplier contact information is
up to date.

General Info. Sourcing Contracts Catalogs Orders Invoici Payments

Company Change Request Dairy Milks (AUSTRALIA)

Update Company Information

Internal Contacts Client Contacts

Important: Assign one email for Supplier Sales (PO notifications) and another for
Supplier Finance (remittance advice) Contact % Creator's email address & Last Name & FirstName 2

+ Create Contact Select Existing Contact STEL User_D02 _stellalow@singtel.com STEL _User_002
Contact Login ® Position Role Contact status

Supplier admin o-
£ wi123@gmail.com admin

~a) Continue onto the next page
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o
Managing Your Account
How to: UPDATE COMPANY CONTACTS

To update an existing contact:

UAT Aeian 34
Singtel ncs General Info.  Sourcing  Contracts  Catalogs  Orders Invoicing Payments

a Select the pencil icon next to the
Company Change Request Dairy Milks (AUSTRALIA) Q Search a contact

= SIS

Internal Contacts Client Contacts

1 Company Information

Update the necessary fields in the
new contact management window

4b

B Documen
Important: Assign one email for Supplier Sales (PO notifications) and another Click 'Save & Close'

nformation . . . .
for Supplier Finance (remittance advice) Contact 4 Creator's email address Last Name 4  First Name 4c

5a

+ Create Contact Select Existing Contact

To create new contact:

Conta* Login ® Position Contact status
4a 5d
# [ TanMay"| B2 testing@gmail.com © - Active 5a Click '+ "Create Contact”
Supplierad @ ~
V4 Tan May & test@gmail.com oy T e
5b Fill in all the mandatory fields
supplier Contact Management : Mary TAN 28 mx Supplier Contact Management 5¢ 5b marked with a * in the new contact
oyl oeccon | con management window.
4c
Login Information . " n u n

Identity Identity g 5¢ Click "Save"or "Save & Close
Title First Name* Title First Name Last Name*

- Mary Tan ‘
Creato‘r'semailladdress' Position @ Internal Identifier Creator's email address* Position @ Internal Identifier 5d Importo nt: Per new user, click on the

festineGgmal.com email to preview the invitation email
List of languages Supplier : H
English ©- Wonderful Pte Ltd L's;:;::guages for IOQIn setup to the new user
Daily Working Time {hours)
Phone

Phone Last Connection Phone ® = @ Adda picture
Phone ©® @ Adda picture Last Cannection ‘ﬂ Continue onto the next page

3/12/2024 at 3:31 PM with IP address: 203.126.130.140 Cell Phone

Cell Phone
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o
Managing Your Account
How to: UPDATE COMPANY CONTACTS

This is the default email body,
5e required to be sent to new supplier
users to allow them to set up their

login
=
nemes—e To send the email, press the Send
5f Message button to trigger the
email

Look out for the information banner
58  toindicate that the invitation email
was successfully sent.

Click the Close button once
5h complete to return to the Contacts

page

Invite a supplier contact to login

‘ﬂ Continue onto the next page

58

@ The invitation to register has been sent to the contact

Invite a contact
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Managing Your Account

e ) After the email has been sent, the
Singtel ncs General Info.  Sourcing  Contracts  Catalogs  Orders  Invoicing  Payments AN g 9 Dairy M. - 6 |Ogin em0i| for the user Wi“ be

displayed

How to: UPDATE COMPANY CON S

Company Change Request Dairy Milks (AUSTRALIA)

To assign company contact “role”:

1 Company Information

Client Contacts

2% Contacts
Internal Contacts
-

P2P Information Ensure the correct role for your
@ Changes Requested Important: Assign one email for Supplier Sales (PO notifications) and another for Supplier Finance contacts:
e ) (remittance advice) Contact ¢ Employee Email & Last Name ¢  First Name &
* Please ensure that the roles

'Supplier Sales’ and ‘Supplier

+ Create Contact Select Existing Contact

7

Contact Login @ Position Role

rd milks dairy & dairy@milk.com.au

Supplier Finance
# [ QESupplics & sup @ge.com.au_0)|
Supplier Sales

Contact status

Active

Active

Finance' and 'Supplier admin’ are
assigned to the contacts (Note a
single contact can have multiple
roles)

To assign a role, click on the drop down

and select the correct role

Important: Click save to capture the
progress

‘ﬂ Continue onto the next page
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UAT Matees 28
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ROJNS +4

i Company Information

UAT Mebean 28

Singtel

2. Update Company Information

General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

Company Change Request Dairy Milks (AUSTRALIA)

-~
‘o
Update Company Information

Company Address

Supplier Address Line 1 ®

Legal Name Address Line 2

Zip Code
Country State/Province

Singapore

General Info. Sourcing Contracts Catalogs Orders Invoicing Payments A B e Dairy M.

Company Change Request Dairy Milks (AUSTRALIA) Q  Search

= =3

Update Company Information (Please make sure you have added data in all the tabs before submitting)

Important: Add supplier sales and supplier finance Roles In Contact Section. Click On General Info. -> Company Profile -> Contacts Tab -> Create Contact & select

Reason for Update Company Information*

= AcuBuy

Singtel ncs

How to: UPDATE COMPANY INFORMATION

On the left side bar, click on the
1 Company Information

Click on the Update Company
2 Information button to be able to update
your details

Fill in the Reason for Update Company
3 Information box such as with "Updating
Supplier Name"

‘ﬂ Continue onto the next page



Managing Your Account

General Info.

Sourcing  Contracts  Catalogs Orders  Invoiding Payments

Company Change Request Dairy Milks (AUSTRALIA)

Supplier*
Dairy Milks

5 Additional Information

Country
AUSTRALIA

Currency "
AUD

Supplier Registration Type
ABN

Supplier Registration Number

Please provide ACN {Australian Company Number) If Applicable

@ # Click or Drag to add a file
DUNS

Supplier Contact Number

Transacting Entity
Optus

6
422 3
Address

Address Line 1 (D"
1 Lyonpark Road, Macquarie Park

Address Line 2

State/Province *
© - NewSouthWales @ -

QOther Information (For VENX)

Please attach a copy of an ASIC Company Search that includes a list of Directors current as at the
date of submission of this form

@ & Click or Drag to add a file
Where Is your business registered?”
AUSTRALIA o -

Does your business identify as an Indigenous Owned Business? Please indicate if you are part of
Supply Mation or other equivalent council

Yes o -
Does your business employ less than 100 employees?
Yes - bess than 100 employees o -

Upload authorized letter with all company details and bank detail, on a signed company letterhead

@ # Click or Drag to add a file

@Docs_1_doex @ @
Do you declare and affirm that the information provided above are correct, complete and truly
stated, and any misil could lead to di of business with your organization®
Yes o -
Singtel Group Supplier Code of Conduct Please acknowledge that you are able to comply with the
expectations and requirements set forth in the Singtel Group Supplier Code of Conduct herein*
o -

Company Type "
Company o -
Is your organization classified as any of the following?*
Mone of the below o -

Does your business have an annual turnover of less than
AUD$10 million in the last financial year?*

Yes - less than AUDS10 million o -
Please confirm that Optus will be notified in case of any
changes of Ownership*®

Yes o -

= AcuBuy
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How to: UPDATE COMPANY INFORMATION

Important: If there is a change in the ABN or
Supplier Registration Number, this will be treated
as a new vendor creation. Kindly ask your Optus
contact to submit a new supplier request in
AcuBuy.

Company, Address, Additional Information

Add or amend your company
4 name/address under the '‘Company' and
'Address’ sections

Add or amend the information under
5 'Additional Information' and ‘Other
Information (for VENX)' sections

Important: Click on “Save" to capture
6 your progress

‘ﬂ Continue onto the next page



Managing Your Account

UAT Amtem 24
Singtel General Info.  Sourcing  Contracts  Catalogs  Orders  Invoicing  Payments Py g e Dairy M.

Company Change Request Dairy Milks (AUSTRALIA) Q, Search

Order Address Payment Address

P2P Information

Use Company Information Address Use Company Information Address

Address Label @ Address Label @

Address Line 1@ Address Line 1 ®

Address Line 2 Address Line 2

Zip Code

Country State/Province State/Province

Banking Information

Bank Name % Account Number 4 Routing Number

# Commonwealth Bank of Australia

Optus Supporting Documents

8 Please nrovide supnortineg documents for change of banking details, guidelines attached. Please expect a verification call from Optus once the documents have been reviewed

(o] @ Click or Drag to add files
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How to: UPDATE COMPANY INFORMATION

Important: Supporting documents are required
for company name changes to ensure the
integrity and security of the action. Optus cannot
process the request unless specific documents
are provided.

2 Navigate to “P2P Information” tab

For a company name change, please
8 attach the required documents here:

Required documents include:

* Domestic Vendor - please provide
a name change certificate from
ASIC, where the name should
also match with the lookup.
Please provide vendor number/
ABN / Registered name.

* International Vendor - please
provide name change certificate
from their state government. For
US - The Articles of Amendment
with the Department of State.

‘ﬂ Continue onto the next page
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o
Managing Your Account
How to: UPDATE BANK INFORMATION

To edit banking information:

[ UAT Aeieem 28
Singtel General Info. Sourcing Contracts Catalogs Orders Invoicing Payments A ﬂ Dairy M. . ) .
9 - e 1 Select the '‘P2P Information’ tab to
Company Change Request Dairy Milks (AUSTRALIA) Q. Search manage your banking information.
2 Select the pencil icon to open the existing
Order Address Payment Address banmg record
P2P Information
Add or amend the required fields and
Use Company Information Address Use Company Information Address attachments as required' click on 'que',
Address Label © Address Label © close the banking record window once
completed
Address Line 1@ Address Line 1 ®
Important: Supporting documents are required
Address Line 2 Address Line 2 for any bank changes to ensure the integrity
and security of the action. Optus cannot
Zip Code i i process the request unless specific documents

are provided.

Country State/Province State/Province

Please attach the required documents
Banking Information 3 here:
Required documents include:
Bank Name % Account Number 4 Routing Number .
1. Banking document
2 # Commonwealth Bank of Australi 2 Signed CompOn)’ Ietterhecd

Optus Supporting Documents Please refer to the pack below for more
details: Optus Bank Change Pack

Please provide supporting documents for change of banking details, guidelines attached. Please expect a verification call from Optus once the documents have been reviewed

3 (o] @ Click or Drag to add files

~a) Continue onto the next page
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Managing Your Account

=== 1 Once the desired changes have been
Singtel General Info.  Sourcing Contracts  Catalogs Orders Invoicing Payments Py g e Dairy M. 6 que’ CliCk “SOVe"
®@

Company Change Request Dairy Milks (AUSTRALIA) Q, Search

2 Click on "Submit" to progress this to the
Optus team

Order Address Payment Address
Once submitted, click on the "Change
3 Log" Tab to access the changes made

Use Company Information Address Use Company Information Address

Address Label @ Address Label @

Address Line 1® Address Line 1@ 4 Click on the pencil icon to view the
changes that were submitted

UAT Amian
Singtel General Info.  Sourcing  Contracts  Catalogs  Orders  Invoicing  Payments A ﬂ e Dairy M.

Note: At this stage, no further changes
can be made until the Optus team has
processed the request. If further changes
are required, please make the changes

once you receive email confirmation that
the initialised change request has been
completed.

Company Change Request Dairy Milks (AUSTRALIA)

Change request

Createdon £ Requester 2 Reason 4 Status § Modifiedon & Approver(® %
ra 16/09/2025 Janey Smith Update Company Infa [nitialized 16/09/2025

1 Record(s)
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Managing Your Account

Confirmation of Successful Submission

Click on the top left logo to navigate to
the homepage

General Info. Sourcing Orders Payments .

Supplier Portal

Onboarding Prog 2. Validations Ga'to page If the submission was successful, there
SR @ 2 should be a "Change request in progress”.
A\ items require your QBB There is no further action required at this
amention: stage. You will receive an email once the
A Change request in change request has been actioned by

progress
Optus.

If the Optus team requires more
General Info. Sourcing Orders Invoicing Payments 3 3 . o . . .
information, you will see an object in
"Validations" indicating an outstanding
task. Click the pencil icon to access the
Onboarding Progress Validations X - See 1 result form. Click Submit once necessary
Continue editing here @ changes are completed.

D Ty Supplier Portal Q, Search

The following
i i Ccess %+ Object Action % Duedate RFP in Progress . . . .
A e e your Once the submission has been finalised by

attention:
3 lier Ch R t J Smith .
2 idton for otk Form ALl — 4 the Optus team, your homepage will be

A Change request in
progress Vendor Master Comments have a v. U pd Oted .

Supplier Comments

General Info. Sourcing Orders Invoicing Payments WhOt'S NeXt?
Important: After a successful submission, the

Optus team may need to request for additional
Onboarding Progress Validations Goto page details. You will be notified via email, and the

@ action will be present in Validations. The Optus

v S:Ez:;aptz:;"g @ P b Prograss team will provide their feedback in the Banking

Information Record in the Vendor Master

Create Receipt o [reparation There is no item requiring comment box above the supplier text box.

Gather Information your attention at the
== moment.
Enrollment Rev.

Create Invoice \/ Review Information

Supplier Portal

Instructions end here.
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Where to go for support?

The contact team would differ depending on the support areas required:

o The Optus Suppliers Portal is a great place to start for additional resources and guidance.

o If you are participating in an RFX event, please reach out to the event manager/coordinator through the event discussion tool.

o If you wish to contact an Optus representative, please send an email to suppliers@optus.com.au

; OPTUS
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